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September 3, 1068

Dear Mr. Helns:

While tuch progress haa bzon mada with all Foderal Agencies in

tho effective and officiont use of the meils, ona serious problem
rereins. The Poat Office hare in Washington continues to be plaguod
vith heavy volumes of wmeil deposited in the late afternoon, This not
“only impedess efforts to'use our resourcoe efficiontly, but cen result
in delays to your {mportant mail, Thus, 1 am asking your help.

Firet, I would like to suggost that you {esue & memorandum to all your
personnel who originate correspondonce, requesting that lettars be .
typed, signod and mailed throughout the day, and not held until the end
of the day. Th2 nail that any individual office develops may not scco
to ba tuch, but the cumulative volume of &all tho mail of all offices in
all agencies is enorwouas, 1 would appraciate your sending me gn in-
formation copy of thas memo you {osua, -

Second, I would suggest that your mail room and your primting and
reproduction dopartmant supsrvisors be {nstructod to review thair
"procedures to insure that th@‘uystams used in your organization are
compatible with tho radicolly changed mail flow in the postal service,
Third, 1 would also suggest that all contracts nogotiated by your ogency
with private mallors facluds the stipulation that your mailings will ba
preparod in compliance with current ZIP Code pre-sort roquiremants,
which bacare effoctive January 1, 196Z, and deposited in the city poat
office no leter then 4:00 P .M,

We can help your people, If they will contact the Postmaster's Offico,
Washington, D,C,, 961-7323, we will arrange for one of our mail servica
analysts to visit your agency, study your mail roquiromsnts and make
rocozmandations for best mail utilieation, .
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Every ploca of mail originated by your egency is ioportant, It has g

_ job to do, but {t can't do that job until it gets to tho addressce. Good
mail ranagement practicos will do iuch to improve the efficiency of

your organization, while giving ths tampayor rore valuo for his tax
dollar.,

Your continued céoporation in our offort to give this country the world's
bagst postal service is deeply eppreciated, )

. ' fincgrely yours,
A . ,/, / ,4’;,& —

- i

Y. Marvin Hatoon,

The Honorable Richard Halm
Director

Central Intelligence Agency
Washington, DC 20505
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